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f^OREWORD 

This "Orientation to Public Service" series is one of a set of nine student centered books designed to acquaint high scho^ol 
students with basic information concernmg careers in public service. Each book addresses rtself fo either a maior ocfcupational 
group in public service or an important supplemental area of study necessary tolhe understanding.of public service. In addition 
to the sttidenHsentered materials found'ln this book, a teacher's guide 5utlining how this book can be used in a course setting 
has been developed tor the potential user. ' . ; " . . • 

The "Orientation to PubTi^^Servi'ce'' course^is the f itst in a series^of three courses developed as^ comprehensive approach, to 
Vocational skill devHlophient in Public Service for Georgia High Schools. While materials in^this coutse arp valuable to the student 
without benefit of the remaining two courses in 'the series, a student would normally enroll in "Preparing for Public'Service" and 
the "Public Seryice.CommuhitySkill Development Program'' subsequent to the Orientation course. 

As with all curriculum materials and guides, th6 iriformation contained here is a beginning point. In order Jor this course . 
to effectively meet the needs of each irfdivldual student, the user must adapt tt) local and individual student needs. ^ such, I make 
a strong recommendation that extensive usq of the curriculum 'gujdes be used with the materials. Included in these guides is a 
wide range of suggestions for helping these materials meet tf(e local classroom teacher's needs. 

This material was prepared by*the "Applied Program of Public Service" under a direct grant to Gwinnett County Schools 

from the Georgia State DepartiVient Office for Adult and Vpcational^cation (OAVE). OAVE is presently under the direction 

of Dr. Russell Clark, Assistant Superintendent for Adult ar?d Vocational Education 'Programs. 

In the development of these materials special consideration sfic^uld go to Mrs. Melinda Skiles: Her tireless efforts.in evaluating 

^* • * ' . . 

'thes^'mat^fials f6r their useability by the classroom student, have been invaluable. ^ • 




/ ^• Daniel L. Cowart , * - ' _ - 

y V>/' " ' - • Project Coordinator and Operations Djrector 



GOVERNMENT AG EN6V MANAGEMENT < 
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Organization and Functions of Governrrient 



^ Inskle this packet- )?^vyi I Hjnd out how the local, state and fed^al governments are organlie'd t'o provide se'rvjces for their 
citizens.^ou vy ill discover. piat the various branches and agencies of government cooperate in order to increase thg effectiveness 
of their services. Hoyvever, hTdst importantly, it should become cl^ar that, government services are provided By workeil in Putlic 
Service Careers and that^me of tq^opcupations are in Agency Management. . , • ' . , 



WriERE AM 1. GOING? 



By the time I finish this activity,,! svill be able to Jdentify the functions performed by each levet of government and will be 
abl§ to understand the basic orgattizatton of each. level. • ' , , " , - ' 



HOWWILLIGETTHERE? 

t 

1. ' Learn the ba^ic functions and organization 
of government. 

Z . D.emonstr^te a basic knowledge otsome inter- 
relationships which^exist among government 
*&gencies. 

Demonstrate an awareness of the role of ithe^/ 
government in improving the quality of Ijfe for 
the citizens of my community. . ^ : 

4. View a fi-lmstrip on Gpvernment Agency Manage- 
* ment. 

5. . Write letter^s to governmental agencies. 



HOW WH_L I KNOW 



I will ^ead the introductory descriptions of government, 
and successfully comptetej^elfcheck'^ activities.' 



I will successfully conduct library research, conduct a 
-field interview, and pref^are a chart. ' « , 



I will request information from local officials, photograph 
a local project,. and prepare a display to illustrate the 
project. 

I will answer a set of questions on the f ilmstrip. 



I wilLreceive information from* government agencies so; 
that I will.have 3dditibnal information in this MOG. 



, ORGANIZATION AND f^lSlCpONS OF GOVERNMEi/t ' ■ 

. Each time you hit^ ball across homa plate, shift the gears of your car/play the guitar or piano, or simply walk throt/gh yo.ur . 
busy school halls without bumping into people you ar^ using many different parts of your body and ^ind at once. Jt is not just • 
luck that you can drive, play musical instruments and walk safely. You can use yourarms, legs and eyes separately: but exactco- 
ordination b'et^eten legs, arms, eyes and ^ind is necessary for nay of-us to successfully complete daily activities. The s.me .s 
• true of 4)ur governmental system. * , * • . '* ' 

- , " Our.iederal, state,*and local governments all work' separately, but also must work together in order for our democratic Wstem 
to be a success. The powers and duties of each form of government will be-discussed in this activity. ' • > ^ ■ 

^ Why 'talk about'the form's of goverximent in a packet on PUBUQ SERVICE? The^people who work in the area of PUBLIC 
SERVICE- are the people who .oA. in-various goveVnmintal jobs. These jobs are financed by you, the public. Whenever you put ^ 
a p,nny in the parking meter, you are helping pay a public servant in local government. The extra pennies you pay for those car,, 
of soft drink go to h^p pay the salary of a state-pfficial. E.ery April 15th workers all over the country- file their federal mcome 
tax to help pay" offi^ci'als ih the.Pederal Government. The money these dlffereht.brarfches of government collect to pay for salaries 
'andservicesiscalled REVENUE. . ^ ., " , ^ 

. . > ■' , . 

. ^ ; ■ RELATIONSHIPTO OCCUPATIONS IW PUBLIC SERVICE - 

■ ■ 'Governmen, in ,he United States operates on.three levels': national, state; ind 16cal. The federal government in' Washingtoh 
^nnb, abolisMhe states or rearrange their boundaries, li can use only powers that are statedV implied by the Constitution. The 
'■ states use powers eitfier reserved to fhei* or not denied by the c/nstitution. local governments are set up and controMed by the 



States. 



All of the branches, del)art;jnents, districts^authorities, and other syb-units in government are Jed by fndividual peopJe, . 
^ known as directors, department heads, managers or supervisors. Managers must have genial leadership and administrative 
abilities. Managers need,special training, education and experignce to lead. It is this group of Governmeat Agency Management 
that is r6view6d for your information in this particular portion of Careers in Public Service. ^ 



THE FEDERAL GOVERNMENT' ' » 

* X ' » - • • • * » 

^ Some form of ^vernment has been arounfl since our earliest times. Governments were created to make and enforce ru'les 
of conduct The Wgrld Book Encyclopedia defines government as "the process within a group fSr making and enforciilg decisions 
tbat affect human behavior". The Constitution, of the United St^s^of America was written to estabJish our form of government 
The Cortstitution also' spells out-'the rights andf liberties of ^he American. people. ' * 

Many people think our government is complicated. It can be if we do nbt take the time to see how it was organized by our 
' ' / > . * * " " ' , 

forefathers 200'years ago. Once we study its basic organization, it is much easier to understand. 

When we think of Washington, D, C, we almost always think of the Pres^identj He, his Cabinet, and his staff are all a parti#P 
the^federal government So are the other government officials working m our natton'^ capital; however, of the more than two 
million federal employees, nine out of tqn do it\ot work m Washington. They, are located in towns and cities throughout the United 
States. For example, Atlanta, Georgia' has many federal erpployees working in what are called Regional offices. 



f . ' THE BRANCHESOF FEDERAL GOVERNMENT 



What type of, work ^done by the federal governrnen't? The list Js very long, but to name a few 4uties>OTrr federal ^overnmfent 
enforces laws, collects taxes^ borrows money, issues patents, controls Immigration, naturaliS:es citizens, builds.riads, proyjdes old ' 



ERIC 



age assistance, regulates agriculture, makes treaties, pays for an army, a;d promotes p^ce, health, education and welfare for ^he 
poor and handicapped. - * # * 

how' does our government do thisjVj, is a'complex-iob, but our constitution clearly outlines the powers of the government, 
and makes sure the rights of people are protected. This is d^ne under the three branches of the federal government. You may 
have studied these in your social studies class. The branches are the Executive Branch, the Legislative Branch, and the Judical ♦ 
Branch. V * ^ ^ 

THE EXECUTIVE BRANCH: Contrary to what many people believe, the EXECUTIVE BRANCH of the Federal Government 
isnotiust the President, Many departments belong to the EXECU;jUVE BRANCl^. Different agencies in the EXECUTIVE 
BRANCH have helped put men on the moon,^built dams and bridges, protected our country^n time.of war, brought art.sts from 
differentcount'ries I'o the United States; built colleges and schools, helped farmer, in the production of crops and printed mpne^. 
This list could go on arid on. The EXECUTIVE BRANCH of our fedej^l government is broken down into many different depart- 
ments and independent agencies. The departments ^nd agencies and some of their^unctions are listed below. 

DEI^Ar'tmENT of, state (Secretary of State) - foreign policy. United Nations affairs, 
?^diplomatic corps (ambassadors, consuls, etc.), ' t - 

^ ' TREASURY DEPARTMENT (Secretary of.the Tre_asur^) - budget distribution, tax collection. " 

, .coinage and printing of money .Secret Sen/ice, Vnd the Internal Revenue Service. ^ 
• " DEPARTMENT OF DEFEf^E (Secretary of Defense) -the Army, the Navy, the Air Force. ^ 

and the Marines, , 

DE-PARTMEtvJT OF JUSTICE (Attorney General) --Federal Bufeg^ of InvestigationJFBI). . 
""Federal Prisons, immigration, and natural ization: _ " 

DEPARTMENT OFTj/e INTERIOR (Secretary of the Interior)'- national parks, fish and wild- . ^ , 
.life protection, geologfcal survey, natural resources, mines. Indian Affairs. flood control (shared _ 
withthe'ArmyCorp<of Engineers ^Department of Defense), ■ " • ^ 
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> DEPARmENT OF AGRICULTURE (Secretary of Agriculture) soil conservation, forestry, 
^ plant industry, animal industry/farm credit, production marketing, rural electrification^ and * 

/ ' fo6d stamps for the poor. . , ' , 

if / ^' ' ' " ' 

/ • • ' • . . ' 

^. ^ DEPARTMENT OF COMMERCE (Secretary of Commercel - transportation, coast and geodesic 

* ' ^ * 

^ f survey, National Bureau of Standards, National weather service, 

DEPARTMENT OF LABOR (Secretary of Labor) - employment security, wages and hoi3rs, labor 
st/tistics. Women's Bureau. 

^ .DEPARTMENT OF HEALTH EDUCATION AND WEUFARE (Secretary of Health/Education 

^nd Welfare) -IPublic health, food and drugs. Social Security, vocational rehabilitation, education 
. j and welfare. ^ ■ , . 

DEPARTMENT OF TRANSPORTATION (Secretary of Tralisportation) - mass transportation 
pVvOgrams and Coast Guard. ^ ^ , ' 



Among numerous independent agencies are the Action Agency, for volunteers. Atomic Energy Commission, CiVil Aeronautics 

Board, Enyirdnmentaf Protection Agency, Federal C(^munications Commission, Veterans Administration, Interstate Comrfierce 

■ ' i * ■ ' k ' 

Commissiori, Maritime Commis^on, and others. Most of their names explain themselves. The Managers are called administrators, 

. i ^ ^ ' . ^ - » 

and directprs,^nd are responsible for running the departments, bureaus, dividions, branches, sections and units that.carry out the 

adH^inistration of our national government's executives branch. Administrators (directors or managers^ are in charge of most inde- 

- , - ^ * 

pendent agencies. Some agencies (regulatory) are under the direction of a committea.or persons over which there is the chairman. 

THE LEGISLATIVE BRANCH; The LEGISLATIVE BRANCH of our federal government is not nearly as.big as the executive 
branch, but it is equally important. It includes our Congress (the House of Representatives and the Senate) al;^ng w^tfif ive agenclj 
• that perform administrative duties. Thes^ agencies are the Architect of the Capital, the General Accounting Office, the Governm 
Printing Office, the Library of Congress, and the U. S.' Bofanicaf Gardens. \^ 
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The LEGISLATIVE BRANCH is responsible for making, repealing, and amendrng federal, 4aws. It also determines how we 
will be taxed, and approves the money that will be spent by the various agencies in the government. Each state has twoTenators. 
The House of Representatives has 435 members. Each state has a different number oi member.in the House of Representatives 
depending upon the state population. ^ , 

♦ 

THE JUDICIAL BRANCH: ThrJUDICI AL BRANCH of the federal government rules on cases that involve the Constitution 
and federal laws. This is done by the U. S. Supreme Court, federal district courts, fede/at courts of appeal, or federal circuit 
courts. - ■ ' 

Even though the state a^nd federal court systems are separate, the U.S. Supreme Court is the highest court of our land. All 
state court systems have a highest state court, which means the decisions of that court are the final say within that sfate. However, 
should the U. S. Supre'me Court feel that the highest court in Estate has made an error (misinterpretation of the U. S. Constitution) 
it can change or reverse the decisjon of that court. In practice, though, tfre U. S, Supreme Court has rarely changed the decision 
of our 'states' highest courts, thus making the states' decisions almost always final.' 



STATE GOVERNMENT 




-Eleri. though the federal government provides many" services for the people, the 0. S. Constitution leaves-many powers to the 
.state.government. The state governments maintain law and order and enforce criminal law. They pfOtect p«)perty rights, super- r - 
' vise "public education, operate welfare programs, operate state parks, and build most highways. .State governments also have many ,. 
Other powers. - . . J \ . • • 

• The governor is the "chief executive of tj« state. The governor has the power to appoint some state officials. He commands 
■ the state militia^, grants pardons, prepares tfeiate budget, and works closely with elected officials in developirfg-legi^lation. States ; . _ 
' differ in-the title they give the following, men, but most sWs have a Lieutenant Gove.-nor, Secretary of State, Treasurer, Attorney 



"G(?ri0|'ar, and a Superintendent of Publfc Instaictibn. There are many departments in the STATE EXECUTIVE BflANQH. A few 
. are the departments of Agriculture, Labor, Health, Administration, Education, Public Works^ Natural Resources and Human Re-' 
sources. ♦ , ' ' 

States differ in exactly how the LE5ISLATIVE BRANCH of the government is made up:, byt they are basically the same. 
There are the State Senate and House of Representatlves,-just like the federal government. Members reprejent different counties 
or are^s within a state. This branch, like the federal equivalent passes laws, levres taxes^^nd approves money to be spent by the- 
state government. — • . ^ * 

^ - The State Supreme Court is the highest court in the JUDICIAL BRANCH of the state government. There are other local 
courts within cities and counties such as appellate courts^and general trial courts. AM serve to see that individuals receive fai<? 
treatment in the eyes of the law. , ' ■ * ^ * . 



LOCAL GOVERNMENT \ ^ 

: > ' - : 

Local governments are coated by and legally controlled by state government Even sb,1ocal governments have power to pro 
vide police and fire protection) street and traffiQ control), hejalth and welfare servJces, and other services necessary to maintain' 
community Iif6. /The finances for these servic^paiSomTfrom both state and local taxes. , Local governments also receive money fror! 
the federal government. ^ . . ' . ^ -^^ 

Local governments are organized in many different*WaVs. Many cities have a mayor and a city council, and some may have i 
city marfager. ' * - * ' . 

School districts ar6 an important part of local government. We bften call a school district a schoof system. A;pproximately 
one-half of all local government units are schdol di|tficts. School distriSts ma^ include schools from elementary all the way up t 
communijty colteges. ' * . \^ * 



Activity 1 



r 



r 



Dojvot write on tiiis form. 



Objective; I will check my underltanding of the reading by completing th6 self-check. 
Materials:' The fJrevjous reading section and the se)f -cheek activity. , . / . 

•» • 



r 



ACTIVITY 



1. Complete the, self-check activity 'by filling in the Wenks with the appropriate terms listed below, and by reading 

' - . * ' . ' * 0 * 

the directions and completing^umber nine. - • /, • „^.,»-'o- 

FEbiHAL \ . 
EXECjUTIVE .* I 



LQCAL 
JUDICIAL 
REPRESENTATIVE 
STATE 



TAX 



, legislative 
cpnstitotTonal 

. .PUBLIC 



1 GovernmentaJ PublicService existaat three levels of government. Th0se th/ee levels are: ; , v' 
- aod ■ ■ ■ . . , - • 



2. . Jhe Government supports or pays for the many activities and sen/ices it^prpvide.s through the of REVENUE Or 

- .money. . ' •' - * ' 

3. The national government also called the / ■ ^ leveJ of governmeot. • ' . , ^ 

4. A city official such 'as the city n^anagW, is an Employee of the _^JeveL5f government. 



Jfcjranch of state government 



5^ Georgia!^ Attorney-General is an elected official of the ^ 
6. The branch of government which is responsible for niaking, repealing, and ammending laws is knowr) as tbp 
^ branch of government. 



7. The governor is the head of the 

Th( 
the 



Brandh of state government 



. 8. The branch of the Federal Government which^rules on cases involving the Constitutior^and Federal law is known as 

** * 



of Federal Government. 



■ 8 



Place the letter of <he following government activitifes under thia#)p|^riateievel o*'government. The first one has 
b^en com^ileted as an example. ' *• 



/'A. Printing Currency 

tB. Operate Public Schools 

• C. - Provide for fire protection 

D. Operate the Armed Forces 

E. *Guar0 the boardens of the country"" 

F. -Pave city^treets 

G. Collect parking meter tolls , 



Local 



State 



H. Inspect chickens raided and. processed 
, . in the state 

I. ' Collect import taxes 
J. Collect sales taxes 
.K.- Pass'zoniag ordiances 

L. Pass and enforce most criminal laws) 

M. Rule on issues involving constitutiona 

^ ' Federal 




Activity 2 



PUZZLE ^30 MORE 



Olijkctive: I will demonstrate my knowledge of some 
/ . basic terms. 

Materials: Activity Sheet 



• 


u 














1 
















4 




















2 







)3 



\ 
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ACROSS 



DOWN 



1. Head of State Executive Branch. 

2. Branch of Federal Government protects our 

country in time of war. ^ 
* , " ♦ * 

3. The Constitution leaves the power to establish 
to the states. 

4. This department of the Executive Branch of 



government looks after national p^rks, 
natural resources. 



5. The Department of State isin charge of 
policy. 

6. This Department of the Executive Branch of 
government oversees empjoyment security, 
wages, statistics. 



4. 

7. 
11. 
12. 
13. 
14. 

15. 



The Judicial Branch 



the laws. 



The 



Branch make laws. 



A body of the Congress. 

A part of the Judicial'Branch. 

A Branch of Government. \v 

Prepared by the Executive Branch'of the 
Federal Government. 

Fifty governments of this type exist in the 
United States;^ ' . 



7. Made by Legislative Branch. 

8. The Department of Agriculture controls 
production of . 




' 9. A rflayor may be Tieafd of 
government. 



^ 10. The President is the head of the 
government. 



How will I know I've done it correctly? . . . I will successfully complete the puzzle. 



Activity 3 



Do not write on this form, 



Objective: I will demonstrate a basic, knowledge of some interrelationships which exist among governmental agencies. 

Materialv An'^Ency doped ia, Civics or Government textbooks, the'Library card catalogue under "Government", th. sample 
interview guide, (see page ), and a resource list of people from which to set up an mtemew. ' . 



ACTIVITY 



..The following article from the newspaper is an example of a local or state government agency working togeth^j; 
with a federal agency. Cooperation among ail government agencies Jj irtiportanri| the needs of the citizens are to be met. 

Another Way in which governments cooperate to provide seryices for citizens is through "grants-in-aid". The • ' 
federal government frequently'uses its taxing and general welfare powers to make "grants-in-aid" to.,state governments. 
These special funds help finance such state^and local projects as highway constructfon or the improvement of educational 
services Through "grants-in-aid" the Federal Government becomes a partner with the state. Togethe;, they provide 
public services that the state alone could not provide. «s the population increases, rrfore and more public services are 
needed. ' — ' . '» 

In this activity you will be looking for ways in w^jch government agencies work together at federal, state and , 

local levels. • v ' ^ 



-POLICE, FBI RAID ALBANY LOTTERY RING 



ALBANY (AP) — City Police and FBI agents haVe confiscated lottery^^hernalia and records in raids which 
FBI spokesman said were aimed at breaking up a 35 million-per-year illegal lottery ring centered in Albany. . " 
, No arrests were made in the raids late Wednesday, authorities said. ' " _ 

However, evidence gathered at 21 locations'— iQ<rruding a number of residences, a gasoline station and several 
vehicles — will be "turned^over to a federal grand jury ?t which time indictments will be sought", said James Dunn, 
head of the FBI office in Atlanta. 

T-he 21 search warrants were au.thorized by U. S. District CourtJudge Wilbur Owens, Jr.„in Macon, based on 
affidavits alleg'ing the illegal gambling operations were taking place a spokesman for the investigating force said. 



an 



' • Dunn said, "The execution of the warrants resulted from several weeks of extensive investigation of an alfeged ^ 
illegal lottery operation centered within the city of Albany." * ' •* \ 

About 30 officers from the Albany police department and the FBI took part in the raids. 

Ti Atlanta Constitution 

* • July 29, 1976 

1. 



Read ^j|(«above newspaper article. • 

2. Go to your library and locate information on the prganization of local, state,. and federal government. The 
resource section will help you know where to begin. _ - * ' ^ ^ 

-» * , 

i_ 3. Prepare a chart, or charts showing the organization of each levelbf government (local, state, and federal). 

4. Contact an official'of your local government (See'the resources list in the APRS library for some suggested 
_ officials). . " 

5. Ask the official if you may arrange a visit^o talk about gcA/ernment organization, cooperation among levels 
V of government and the. pfpvision of services to Ipcal citizens through gn^ts-in-aid. ^ 

_ 6. Complete the at^fched^nterview guide. \ V 



7. Using tfte attached interview form as a guide, conduct an interview with the local official. 

8, After you-have completed the interview, answer the following questions, 
a 



b. 



c. 




Narne three specific areas in which ^e local government and'the federal government are cooperating 
to provide public services to your community. 

What is a "grantin-aid"? Be specific, give an example of this from information you obtained in the 
interview. . * * 

Do you feeJ that^grants-in-aid'^eaken or strengthen the local governmentMlow do you think the 
person you intervfewed might /espond to this question? A^k the person whom you interviewed. Also 
give your feelings about this question. 



^^^^ 



^ How will I know I've done it correctly? 
teacher. 



. I will turn*in'my interview sheet arjd the answers to part 8 to my 
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INTERVIEW FORM"(OPEN INTERVIEW)-* 



' '. STUDENTS name' 

NAME OF PERSON INTERVIEWED ^ 
POSITION 
LOCATION 

DATE OF INTERVIEW 
> WHAT DOES THIS PERSON DO? 




2:2- 



■~ ■ SPECIFIC QUESTIONS . 

;.ist below five, six, br mor. specific questions that y.u ^ight ask of the pe'rson whdm.yon are interviewing. Thes, questions 
Should have to do with specific inTormation needed to complete'the activity. Read over the activity and the "question^houghf 
and be sure that you ask questions which will help you successfully complete the activity.and the questions. Before you go"on the 
mterview,your teacher will check over your quesfions, ^ ' i ■ . ^ . 



Activity 4 , ' / ^ " ^ Do pot write on this form. 



Objective: I wilJ' demonstrate an awareness of the role of the government in improving the <^ality of life for the citizens of 

communrty. ' * ' ' , 

Materials: List of resource people in APPS.Library, letter writing ^uide Worn APRS files, telephone procedure frem telephone^ 
company representative and APPS file$. ' * ^ • ' . ' 

■ •■■ ■■ — ^ .^^—^ — 



^ ( ACTIVITY 



The local, state, and federaMevels of government are concerned with improvihg the quality of life for alh citizens 
Lin the.communities m which they live. The government uses tax money, or revenue, collected from the«^eras to im-v. 
prove the quality and conditions,.of life. ^ - ,i ^ . ^ * '^^^ ^' 

Whpn your local government adds tojor builds community.parks and youth recreational facilities, the money to do 
this comes from taxes. The government is able to do a Ibt^or many people by using the. tax mon"ey, collected. Without 
such a tax^ollection, we would probably not|ave community parks, roads, buildings, and- medical, social and edu- 
cational services. - . ' . \ ' ' ^ . • 

1-^ .Writfe a letter to or telephone one or more of the persons listed in the resources section. Explain that ' . 

you are interested in finding out what the government (local, state, federal) is doing to improve the * 
•quality of life for the citizens of your community- Tind out what the gbvel-nnlertt is doing about ' 
/ ' recreational facilities tor better streets and road$ or imppved la\f enforcement, or better services for 

adult handicapped citizens). , « ^ - 

^ • — 

2. Ask tfje person whom you contact to send you any irv^ormation available orf your topic. ^ 

3. Ask the person vyhom you contact for permission to visit an improvement project so that you may take 

pictures of the improvement process or see for yourself what is happening, (This is optfonaj.) ^ 

i : 4 Find out how the community improvement project is being financed (what portions of state, local and 

^ ' federal monies are being spent). Ask the contact person., /. , - 
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While you are Jaitmg fWn Wr'to ypur letter, go to the library and see whatj^can find on "grants- 
m-&id". Ask your school pVhjcipal}iow "grants-in-aid" help public schools. ' , • • " 

Using all the^fnSfertJH^^ve gathered (and the pictures you have taken^you were a6le to do step four), 
'ifCrk^\orM and descriptive display. Your disfifay might be jn the form of a buHetin board, table 
display, a series of posters,'a scrapbook, or a photographic-display. You might label ycJur display "VVhat^our 

Government is, DoingfA'bout , . 1-^— ' 

! • " Title,of Project . .■ , . . » 



HOW will . kno^U've done it cor'rectly? ... As I complete each step of the actfvity. my teacher w, I check off my 
successful com-pletion: My teacher ,^1 inspect my letter prior to mailing. My completed display w.ll serve as the final 
evaluation for this activity. I will complet^step seven and answer the following question. What area of yub he service 
do you-see as an area in which you would like your local -governmenf to begin an improvement program? Write a short 
statemfent^ving your reasons why the improvemenf is needed and some ways in whl^F. the resources the county 
might be used to bring about the impro^ent. (Some ideas mrght.be day care for children of working mothers, day„ 
care for elderly persons, employmentl^^Tning for juvenile offen^lers (youthful law breakers). ^ 
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GOVERNMENT AGENCY MANAGEMENT 
Job Families 

^When you read about the many jobs to be done by all levels of our goverhment, 60 you wonder who keeps traclf of it all? 
This section will help you understand.how government agencies are managed. Government AgencV^Management is a Major. 
Occupational Group in the Public Services Giuster., Th.is.group employs people who are responsible for the effective management ^ 
• of local. State and federal government organizations. ^ \ . ^ 



WHERE AMI GOING? 



' ' By the time I complete>is activity, I will be able to identify the five Job Families in GovernmVnt Agency Management. 
The major tasks of managing an agency will b^summarized so that I will.be able to recognize what managers do. The following 
objectives and activitfes will. help me reach this goBl. * ^ 



HOWWILLIGETTHERE? 

L^rn to idenfify the five job families-in Government 
Agsncy Management (after reading the prepared, 
information). ^ * 

?r Be abl^ toiescribe the managers' main tasks in each 

^ job family. ... 

• w ^ 

3. Review manage^%^asks and salaries. 

i. • , 

4r-* ^Read Vocational B'iographies on jobs in this MOG. 
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HOWWIUIKNOW . . . 

I will complete the'^'Give nji Five" activity and place 
all descriptive facts in the right place. 



I win f ill ih.the correct terms oh the "Mixed Up" exercise. 

, I wilt complete ther"Managerrtent Bingo Qame" and achieve 
BIMGO, b^cdmpleting optional activities;^ needed. 

I will answer a jet of questions. ' ^ 
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JOB FAMILIES IN GOVERNMENT AGENCY MANAGEMENT 



There are five types of managers in the Government Agency Management Major Occupational Group. 



General Manager 
Fiscal Manager 
Contract Manager 
' Personal' Manager 
Public Information/Relations Manager 



People employed in these jobs^ responsible for the direction o-^upervisio^Of^ocal^tate, and federal, government employees 
that do the public service jobs you are finding out about in this packet. 

. iverydav ne>4pf,5ers, television or magazines report oi the government beginning a new service, changing a service that 
■IS already in operation and doin-g businesses usual. Immunizition programs are an example of our goverrfment re.spond,n9 to _ 
health hazards with, plan to prpteot the citizens. Food stann^f are distributed in a prigram that recently yvas revised or changed 
to make suTe that hose who really need them are the ones receding thSm. Social Security^benefit changes may.be more famihar^ 
Each tisk or activity requires planning, orga^lnajind direc/g. These management activities in government agencies are earned 
out by managers. 



Managers 
Manage. 
Mana^ment 



Planning 

T~ 



Controlling 



Organizing 



Directing 



AS you learn about the maWbs .hat people have in government public service youmay .«ndar who keeps up with what's 
happening and who really knows why things are being^'onS. This information should help you take a look at management ,n ^ 



-ERXC '42 9°^®''"'"®"* agencies and what is involved. 
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WHAT 1$ GAM? ^ 

Le^'s begin at the to^ and not waste any time. Remember our MOG monster? The monster's head was 
called the GOVERNMENT AGENCY MANAGEMENT Group. What exactly is Government Agency Manage- 
ment? Well, the size of our government has grown so big that the management of government organizations has 
become an Sccupational field all by itself, the people who perform these management functions ^Seiong to the 
Government Agency Management Group, 

All government agencies have different responsibilities. These responsibilities must be managed, 

/ 

Somebody has to manage perso^inei, another person must decide who wilLbe promoted, others must 
check out'contracts and somebody else must see that the overall program is working right. This is up to 
the GOVERNMENT AGENCY MANAGEMENT MdG, It might seem that one person could manage 
personnel, promotions, contracts and the total program. Because of the size of government agencies, s[ieciaf managers exist to 
handle all the work to bi done, 

HE JOB FAlVllLlES IN GOVERNMENT AGENCY MANAGEMENT 



jovernment/^gency IVIanagement is'divided into five major categories. They are General Management, Fiscal Management, 
Contract Managehrient, Personnel Management, and Public Information and Public Affairs. These are c^^^d the Job Families in 
Gov jrrtm'ent Agqhcy Management, . ' ^ ^P*^ 





V/ithIng th^ 



last twenty-five years, television has become a household word. We are-now capable of sending men to the moon. 



Athll^es are rurj'ning the hundred dash in under 'ten seconds and pole vaultersare jumping over 18 feet. These feats are brought * _ 
about by new technology and inventions. Because of this new technology, trends in our life style are changing and trends in running 



government agencies are also changing. 
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GENERAL MANAGEMENT . 

A General manager m the Government Agency Management group must direct the activities of a government agency. 
The major job of a manager is to see that everv action that an agency takes and every decision that it makes helps that agency 

' achieve its goal. The manager must know the gogis of the agency so that the work done helps meet these goals. 
f ' 

The Social Security Administration is an agency of the U. S., Government. This agency provides retirement, disability or ' 
death benefits for 9 out of 10 working Americans and their families. The SSA also administers the Medicare program. The 
manager of this program in each district and local community must direct the activities of all the workers so that the agency runs 
smoothly and efficiently and serves jthe public. , ^ ' • ' 

, FISCAL MANAGEMENT ^ ' 

» 

Workers in the area of FISCAL MANAGEMENT have a large burden to carry on their shoulders. Public service workers are 
- supported by public money (taxes) and are therefor.e accountable ^' the people who support them. People want to know where 

their money is being spent. In addition to being an honest policr;accurate spending and budgeting are necessary to keep the 
' public' happy. The fiscal management worker must know why an agency exists and how much money, property, material, and « 
manpower it,taljfiS.to run the agency. Fiscal Managers must prepare perio6jc.report§ for the government, as well as reports "upon 
request", telling how an agency is meeting its budget. • ° • ' o ° ' . 

A major trend in the area of FISCAL'MANAGEMENT is "accountability'^. The manager is responsible for every taj< dollar 
' giv3n an agency and accounting for where it i^spent. He or she is accountable to the people for the money. Fiscat m^agement 
■ is simply securing money and then spending it properly. Over 1 15,000 pe6ple-are employed the area of accounting and budgeting • 

^ s , ' . - \ - ' • 

in fiscal management and 30,060 of these are professional accountants^ ^ 

* • . ' ? , 

« ' ^ a 

• CONTRACT MANAGEMENT - ' - 

When yoifmake an agreement with someone, either writteaor verbal, that agreement is called a contract. Contracts involve ^ 
'two things: making an oLr and accepting' an offer. The CONTRACT MANAGEMENT manager checks out all government contracts. 
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-The .overnWn, .a.es contracts in,o,vin, se^lces, ^*oduc.io„ o, ,oods and ^ateHals, iu^isdlciona, ^reennen,^ purchase and 
sa. !f proper^, insurance, hea,*, and hundreds o. o*er „,a„ers. These con.raCscan he as ^a,, asbuyin. panels or as ,ar,e 
as purchasing a multi-million dollar supersonic airplane. . . 

- Mah'v government contracts are "put out ,0 bid". This expression n,aans anybody can make an oHar to sell a se.ice or 
^Oduct I the govantmant. The bid system helps .eep people In high positions .ron„ giving contracts to their ,r,ends. Suppose, 
To e an-pie U> « - government v.ants to buy three tractors. The government, writes up specifications on.the exact veh.cle 
• !e :ig number o. wheelvh,rsepower, type o, ,uel and any ot^r specific details. I nstead o, going to a hus.ness and^ 
. :;ng,"Helsthemoney.aiveme.e>ractors",di«erentbuslnessescometothemands.y,"rilsellyo.thosetract 

< $6 000 each". The business that bids the lowest price wins the contract. . / 

' contract administrators are responsible for insuring *at all .eci.icatlons o, cor^t^ct, are met by the p^ies involved. They 
mu. .now contract law and government policy concerning contracts. They must Know about all types o, contracts, the bidd.ng 
process, and the proper way to make surethat-contracts are fair to everybpdy. - ^ 



I 



PERSONNEL MANAGEMgNT ^ - • 

The PERSONNEL MANAGEMENT .,mily is concerned with allpeople wohcing in the different agencies.- Personnel 
managers try to keep the gover„men.wor.er.appy.Th,sareaisbro.en UP into«;o par,, ernployeerelationsandp 

administration. , ' * , 

' . Employee relations personnel policy is predetermined by Civil Se^Jce regulations in 'the Federal Gpve,nment and merit • 

•systems in state governments. • " ; 

■ ■ Personnel Administrators h,ndle governmental agency personneUction - e.g. hiring, tratning, and promotions. T*e adminis- 

,.3to I st be familiar with salary regulations, tr g, placement, and maintenance of employee --J^--^ 

duties that are important to'the worker. The per«nnel manager must be familiar with the c,v,|se™ce.sys.em and^ment systems 
and how it works and how.people fit into it. ^ ^ 
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^ In today's world the trend is toward specializatton. This trend makes the personnel administrator's position very important. 
Public-Service Management Careers are attracting more/and more qualified persdnnel intoifecialized ^iekl~The personnel^manage 
must be familiar with these Jobs. Job placement and salary are only two parts of his or her job. The personnel manager must be 
familiar with environmental conditions, motivation, re^raming, fciumdn interaction, and.other factors as well. 

PUBLIC INFORMATION AND PUBLIC AFFAIRS . ' ' . 

One cfefintibn often used was prepared by the California State Department of Education, It says that Public Information 
Managers gre "th6se managers who attempt to promote and create good will and understanding by developing informatio,n and 
releasing it through various communication's media." 

The Public Informatmif Manager's basic job is to tell those outside government what the agency is doing so the public will^, 
respect that agency.- Development of public acceptance is ttie major part of the job. Interpreting the agency to the public so that 
everyone can understand what it does and see how it helps is the main objective. If the community does not'see the'agency as ' 
helpful, it will find ways to reduce or eliminate it. 4^ * • * 

Managers have to be able to find put what the public wants ox what the public thinks it wants; what the.public needs and 
^hat the attitudes of the public are. Public Information Managers have to know what we think and how we usuallyWt to' • ' 
information. ' - - • ' ^ 

Publicity is a big part of the job. To gain favorable opinion,' managers plan ^tivHies which display the agency's efforts,^. 
People with skills in telling the public about an agency's work plan conduct public information progfanis. those government 
leaders responsible for accomplisl^g the plins for publjc^relations'are called Public Information Managers, Directors of Officers. 

* ^ • — 

THE MANAGER AND MANAGEMENT-FUNCTIONS 
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Most govemment agency managers have the same-four general kinds of activities: planning, organizing-,-tiirecting, and ad-" 
minlstrating: In accomplishijig these four kinds of. management tasks, most mana^fTusTThe techniques o'r methods'-of m{5>ivating 

nd communicating as they are needed. . ' \. 
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involved in-lookii at what things arl like now: and may be like ip the future andthen 
conditions. The purposes of the agency are important in establishing direction 



Planning. The most creative duties are 
decidirig'how to take the most a&vantage of the known 

and planning. ... . . 

^f Deciding how to achieve these purpo^s usually re^f in policies or gu.des to act.on 

strategies for change and f oi^ctivities that need to take place. 



for the agency workers. Plans include 



and plans change. 

' Directing. Operating the plan in another way 
making and problem<«e^ving are the-jobs^bf the manager 
anticipated. - . ^ 



V 



r 



of describing whath'appens as the manager directs the agency efforts. Decision- ^ 



the planned activities are takin^^lace or if they are ndt working as 



ierIc 



» EARNINGS IN GOVERNMENT AGENCY MANAGEMENT - ^ • 

■ • . , Hi»u«ed PAY thli is a good time .0 mention I..- For , he most part, aovemmem workers are paid iu«- 

. Since we have not discussed PAY, tnis IS a gooa ■..„„„, „ffpr extra money if a certain number 

::ie:,::du:r^^^^^^^^^ 

GS.7 GS-ll, or other rating. The higher «,e number o. your rating, the more money you are pa,d, _ 

„ •, W a GS-7 and would earn ar«und$9,OOM11,000 a year. « division head GS.13 or 
The employee on a small unit mi§trt1je a QS-/anowouiu« h„„, «r 000 a vear 

- ..u. t«„ 000 It27.-000 a year A top national administrator would eim about $38,000 a year. 
GS-14wouldbepaidbetween'«23,000-$2/,UUuayear. >^ w ^ ^ 

: , .,,estatelevel,governorsearnanavera.otS40,0«,,h,gHs.ateo«lcials>^^^^ 

Of small departments would earn around $18,000. •53' 

52. ■" ... ' ■ ■ ■ ' , ■ ■ ' ' ' 
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^ LocarK&ernmen, salaries vary greatly. Depending on where you fc. a school superln»nde„, migh, earn $12,000 ;r $45 000 
. Sal,r,esA,r o«,er jobs such ascity nnanagers..«,wn clerks, and budge, officers, will be'deiermine^ by ti,e loca«of and size of *e ' ' 



community. 



. Very good insurance plani health programs, vacations, study opportunities, and other benefits are available «> all goyemmenr 
^employees. . * ^ 

' GOVERNMENT MANAGEMENT REVIEW 

The Government Manager is responsible for working wjth people, setting ^(.for ,he agency, hiring, firing, eva^ating, and 
_ ™k,ng the agency's programs a. ccess. W^^- n^anagement experts^lk, ^eylj^'wordslike planning, organBini, directing and 
adm.n,strat,ng.. In each^case the manager hasJhe responsibility of te^eing tf^ his or her agency succLs. 

v> Jhere'.re as many Sifferent types of managerial portions in the g^^'^ent as there are in your community. What the'y do 
and how they doit depends on their particularfob type. The service staiioh operatormust know about,,-, and ga'soline an'd laws 
t a^eaU^h these prpdu^ts. ^hegroc^sto. managerdoe.no, have to worry about changing tires. He or she,must know about 



,^a,4,ng mea^ pnces and possible mea. s.r«r«ges. In bo,h casJs these/eopletr. managers; however, their knowledge and experiene; 
differ. The same is true of government agency managers / . . 

r _ \ 

. .''--^fWculttowalkoffthestreetandbecomea^o^r, Thechanceofd<5ingthlsisslim, Ev^n-if yoi haVe a • 
college degree, i, i^doubtful you will be a manager when y^ first beginlorking with the government Several years' experience 
on the ,0b are u.ally required. A police chie^^ally begins as a patrolman and ?he man who manages the automobile dealer*in . 
,||||.e often began as a'salesman. The goW^ent employeaoften earns the opportunity to become a succe.*,, J. .V. ^ ' ■ 



PPPO'^unity to become a successful managBr by the 
wqrK he has done on the way "up the ladder". \ ^ .'^ ' : ' ^ 

. AS mehtioned, different skills are needed' in different a^as of malagemeo. It i^ important to remember iat the basic person., 
.^ual(t,esar6 the same. The gopdmanager is the person who is loyal, fio^nest, reliable, tnd can work with and fi^'others. " ' i 
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.ailing aboo, GOVERNMENT AGENCY MANAGEMENT, here « .brie, review o. .he type, of managers 

They make sure each agency is doing its job 



Since we are tailing aboo, GOVERNMENT AGENCY MANAGEMENT, here « rpr.e, . 

each of the job families. 

GENERAL MANAGERS 1^ after the management of ail the other agencies, 
and help make changes when needed. 

nSCAL MANAGERS.are .hose who are ln.o.ed In seeing «opr money isspen. properd in ,he rigM place, by .^e righ, 
•people at the righ, tirr,e. They control the government/ pocketbSa.. 

. CONTRACT MAN^GEhs s.ay Ind approve a„ contracts that the government make. They mal, sure the government 
does not get ripped off . 

' PERSON.E«ANAGERS rec.oh.mend hiring and fi^ng people. They handle employee complaints and look out ,or the 

^ • • • ^ 

• well l^emg of the employees 

V -PUBLIC INFORMATION MA^rAGERS .t „s know whafs happening. They keep us intormed on dH.erent programs and 



polities that are taking place in their agencies. _ 



Activi 



GIVE ME FIVE 

9 • 

pbjectlye: . I will lejarn to jdentrfx^e 5 job families in Government Agency Management. 



Do nbt wril 



Do nbt write on this form. 



Materials: Poster tloard, 3x5 cards, interview guide, D.O.T., Encyclopedia oi Careers. ' 



activity' 

There are three Alternatives (options) as you complete this activity. The finalW of your results is the same. The fast step 
m each option is to us^ your_results in preparing the Give Me Five display and successfully placing all f'acts v^ithin the stated time 



' limit 



Option 1 



1. Prepare for abtual site' visits and interviews with 



9 manager in a'pablic service job. The interview shouW include at 



2. Make appo'intn^ents and conduct interviews. Recdrd answers on interview form you developed. , (see page 16). 

3. • Transfer facts c|r duties to 3x5 cards on paper cut to 3x5 size. - ■ 

4. Prepare display poster board on painted cardboard with library book pockets and label as in the illustration. 

5. take the stack of 20 facts on cards and place in the proper slot. Time limit should be set for 5 minutes or *as 

' '''''''''' " ^"r-^ -^^^ - ^--^ 

6. Prepare a code and place oq each card to record an answer kdy. Fur';;^sh a^er'key to insVuctor. 



General , Fiscal 



Public 

Contract ^Personnel Relations 



Pockets are 
372" X 3^/2" 





-> 




' n 


— * ■ — "~t" 

'□ 




□ 


Planning 












Organizing 












Directing * 












Controlling 



Option 2 > 

1. ttep is same as in'option one (1) with the exception of going 

speakers who come to your school. r 

2. All other steps are the same. 



on a 



site visit. Thg interview will be with visiting 



2. delete step 2. \ ^ ^ . \ 

3. All other steps are the same. ^ ' i 
Howwiin'kni.lVod6Wi.oorrectlv? , . . ftvill complete .he "pivs Me Five" disglay. - - ■ • , 



( 



^ctivity : 



MIXED UP 



Do not write on this form. 



Objective: I (vill describe the manager's main tasks in each job family. 
Materials: This activity page. ' ^ 



ACTIVITY 



Fred knows that the five job families in government^gency management take care of administrating, budgeting, contracting, 
staffing, and informing the public for the public service occupations. But he sometimes gets mixed up. You, should correct his 
rnistakes by placing the best response in the space provided. 



GENERAL 

FISCAL 

CONTRACTS 



PERSONNEL 
PUBLIC RELATIONS 



1. • Fred thinks General Managers mainlv organize recruitment, selection, training and other activities, • 
'2. Fred said the main word to use-in describing the planning function was implementatidh. j 

^^^l::::'''' ' ^ '''^ ^pply ^ountii prmclples 



• 4,i Ajeally important pa,;t of organizing is the reports that summarize how well objectives ipurpS are being 

5. Fred wants to be a Fiscal manager because he wifl get to tell the public abo.ut his agency an'd its purposes. 

How>ill I know I've done it correctly? ... I will check my answers with the aniiv^heet. • 
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Activity 3 



r 



MANAGEMENT BINGO 



Do not write on this form. 



Objective: 



will heview managers, managers' tasks and salaries. 
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This activity page. 




1 


> 


















' 

Location 
and 
Community 
Size 


$7,000 - • 
$17,000. 


/ 

Fiscal 


General | 


Store 


* 1 


' $40,000 


Number 

of 
WQrkers 


Salary 


Public 1 
Relations- 


Health 
Department 










Personnel 


Budget 


t 


Rating 


$ 9,000 - 
$11,000 


Contract 


m 


Court 
\ Services 


ladder; 


$25,000' 


$15,000 
-$21,000' 


j Departmer^. 1 

Human 
Resources 


S 


1 ✓ 
$33,000 


Credit 

<* 


Political 


Directing 


1 Governor 
1 ^ 1 






-L- ' : ^ 



r 
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kyour answers in the Bingo bd^ above and CI RO-fft. Keep answering questions in any order until you have five 
crcled answers in a l^| - horizontally, vertically or diagonally. When you finish the Bingo, your work 4s finished: 



^ 1. salary of a GS'7 manager. 

2. This type of manager look^ after management of all 
other agencies. , -v 

3. ^ Government.employee ratings are directly related 

^ to . 

. is a government agency in our state 



» 66" 
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government. 



6. 
7. 



This type 'of manager sees that money is spent pro- 
perly. 

The salary of a GS-12. 



Local government salaries are related to 



8. A manager usually begins at the bottom and works his 
way up the . 

o 

9. This type of manager studies and approves deals made 
. ' by government. 

10. A top national administrator would make . . 



11. Your government 
, salary. 



. determines yoar 



How will know rye done it correctly? . . . I^will BIIMGO. 
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1 2. This type of manager hjres, fires and gives 
promotions to people. 

1 3. This ty^De of manager keeps us informed on 
whajJs happening in the agency.* 

14. The average salary of a governor is 



1 5. Planning, organizing, and con- 

trolling are management activities. 



■ .s 
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\^ . GOV^rIi^ENT AGENCY MANAGEMENT 

Qualifications and Employment Prospects ' 

■ ■ • " • " ■ t b ■ • 

« * 

- N0», « vou a. interested in a pcible career in Goveri^en. Ajencv MefeTemen,, you n^d ,0 be ^^ ^^^^^ 

;„e,i«ca,ion. needed ,o appiy .or a iob. Even n,o. i.pCan, .ay be ,be duestion, '^ha. Kind o, an educe„on do I need, 
parto'f the packet Should help answer some Of your questions. . . - . 



WHERE AM I GOING? 

*. By the time I complete this investigation, I will be 
agency managements. 



able to identify those qualifications tijat are necessary to have a- job in 



HOW WILL I GET THERE? . ^ ' 

1 . Contrast the qualification requ itements necessary 
for jobs in Government Agency Management. 

2. Participate in a*field trip. 



HOWWILLI KNOW .... 

I will com'plQte the Compare and Contrast A,ctivity so 
that accurate information is in each square. * 

t ^ 

I will answer a set of questions. 
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QUALIFICATIONS AND EMPLOYMENT PROSPECTS'. 



* 



The baseball player knows that in order to be a success he must be able to^hig, run, thrown^ slide and think. If he does a 
^ |ood job af all of these activities, has a goo^J chance of.becoming,a major league:ball pjayet A successful teacher must be able 

. to speak^ommunicate, create, and ^^^orn^. If he or she i^ able t^do all these things 4ell he or she will be recognized and 
• > W.II advance in the field. The samels true in aR-areas of GOVERNMENT AGENCY^MANAcfeMENT. Many combinations of 
skills and knowledge are necessary to be an effective governm^tal rr^anager. These skill's differ.within the different fam^lies. The 
best way to describe qualifications for these families is to look' at each one separately. ' ' „* 

intbe area of GENEF^AL ^^^lAGEMiNT, it is^ecessary to have a kno,yled9e of the organization and the way it is'run.^ . 
A scientific, te'chn'ical,^or administrative sp?(?iality woufd^be helpful. 

*' . . " 

^ ^ Top positions such asjfederal agency directors, city managers, school superintendents'sometimes do not depend upon your 
^ age, but th^ amount of.fixperience you have in the- area ' - , . . > ' ' ' 

. No specific educ^.ti^nal backgrpun^.s rec^^red. Ajfour-year college^ is required in a^eas such as public administration, 
personnel, and pub^c information. Most people now working'in this field h|ve college degrees in public administration, business 
administration, or public relations, as well as.liberal arts. . . 



GENERAL MAlM AG EMENT 



. If is helpful if ypu have held-posjtions where you have had to organize, plan and initiate^pecial progl-ams, and are able to use 
bLTsiness sknts, bptb managerial '^nd f iTiancial. The person who is motivated often gets top positions m'GENERAL MANAGEMENT 
You should i>e knowledgeable ifid also a leader in the cofTimunity . "^-'^.-r . _ . 
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FISCAL MANAGEMENT . , ^ • ' , - . ; 

If you are interested in FISCAL MANAGEMENT, a good education i^ e^ential. A bachelor's degree \^ accbunting and 
business administration is usually requ ired.to begin work in this field. Most government agencies require the publte account|nt 
certificatlQn for those who deal in the /Jrea of accounting'and auditing. - 

In thi«rea edoi^ational backVound is important as well as experience! Many years are usually spent in less complex jobs 
before youf progre'ss to a position wi(b supervisory responsibility^ 0nce in tiie supervisory position, interpersonal rebtions,^^ 
and a more specialized knowledge of the operations are necessary, . ^ .... 



CONTRACT MANAGEMENT . * » . ' 

Employees in CONTRACT MANAGEMENT usually have more ]Dackgrouad experience than thqse in other families. Don't 
be discouraged if this is the area you are interested in-since tHere Sre certain |obs available to the new graduate. 

A college degree is almosi'^a must in this line of work, /^aw degree is preferred for contract negotiations, but other , . 
positions require business or liberal arts degrees. If you jre interested in this field, you should enjoy contact with the public, be 
able to understand contractual law, have a knowledge of contract terminology,. have the ability to speak effectively, and be abl. 



to sense the attitudes and reactions of others. 



PERSONNEL MANAGEMENT . . " \ ' . ' " 

. PERSONNEL MANAGEMENT offers positions for employees of any age,, Many persons enter this area from other jobs. ■ 
and t^ere are entrfcsitons for employees whaare 18 or older. y 

,n this field yml^fecruit personnel, handle employee relations, counsel employees and employers, explain job requirements, 
^ and perform other^activitles. This opens the field topei^ple of different backgrounds. Many workers hold degrees fn Industrial 
Psychology orLiberal Arts. In most cases, a foar-year. college degree is required. ^ • . 

If you have experience in another job family ^you hjve an advantage if you enter the PERSONNEL MANAGEMENT area. 
Your knowled^ in thaffjeld will help you understand the problems that might arise. This experience is definitely m your favor. 
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.The good personnel nfanager must be skillful ^f.d also have thelilghest concern for the individual' employee. ' 

Pl/BLIC INFORMAT IQISi. 

^ . - , * ' " 

The PUBLIC INFORMATION family offers jobs to people with varying experience and educati#- A few jobs areopen to 
those with'high school education and commeccial courses, most require a college degree/The worker in this field might have j 
, - newspaper writing, sales work, or public speaking experiences. At the entry-level the all around high school graduate who has 
taken part in many ^xjracuri:icufar activities might be employed.' ^ ^- " • ^ 



. ^ The PUBLIC INFORMATION in the government is no different' than that in civilian firms. Employees must understand 
advertising, publicity and research, and^ble to express their ideas i^ a way the public can understand. The ability to organize 
^rs also important. The creative, self-confident person has a long career awaiting him*or her in the area of PUBLIC INFORMATION. 
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Activity 1 



Do not write on this form, 

S Obieo«vo: , win use n,v .now.d^ , have gained ,ro. readin, and ip^^iewin, ™na,e. and ,eaci,e. ,0 con,p,e.e .his char,. 
MaKrials. Thi, activity oaoe aftd'.he infc|ma.ion from the readings and activities of the MOG. 
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COMMON OPTIONS. Do not write on this form. 



Objective: I will explore the qualifications and requirements necessary for a career in Government Agency Management. 

Materials: ' • _ 

/ 



ACTIVITY 



Plan a Governmenjt Agency Management seminar. Invite three or four persons in Government Agency Management 
positions to attend your- cla^? and discuss their jobs. To prepare for this Sminar do the following things: < 

1. Plan the seminar with your teacher^and other students in this MOG. 

2. Prepare a brief introduction for each speaker. ■ ^ ' ' ' 

3. Ask each speaker to participate in a paneMiscussion of about lOminutes. ' 

^' YOu?qu?st°ons.'° '"'^ ^'^^ '"'^^'^^ ^uide on page 16 to help formulate 

Talk wit.^; several of your teachers about ways in which the sub ject they teach might prepare students for careers in 
Government Agency Management. Write up a brief report on several Government Agency Management carejrs showing 
how school subjects-which mig^t not be useful in a specific job activity 



How will ( know I 've done it correctlyi^. I wiJI participate in the seminar. 

r 
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Activity 3 



^ Do not write on thU'form. 



Objective: I will visit sites at which the 'MOG being studied can be observed. 
Materials: Field trip questions, field trip evaluation form. 



ACTIVITY 



rf P»rt 1 - The "Field Trip Questions" form-is to be completed before you go 
This activity is m two parts. Part 1^ ^ Evalffation" form is to be-completed after you 



on the field trip planned for this MOG. Part 
return from the trip. \ 



1 Fill out the ■■Field Trip'Questions" form. 

hf6k your for/xhis will help in pla'nning, ,he trip so that alj of the students can 



2. Your teacher will ch 
see some things of l/iterest. v 

3. After the trip, fill out the "Field Trip Evaluation" form 



How will I know I've done it correc 



tly? . . . I will turn in the field trjp forms 



to my teadi^v 
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/ . FIELD TRIP QUESTION^ 



0 

1. Place to be visi'ted 



would like to see the following job^ 



V 



3. I would like to talk to the following types of workers 



4. I would like to know the following about: 

Salary *. ^ ^ / 



Working Conditions (where workers work) 
^flours' 



Educational Requirements 
Skills needed 



r ' — ■ 

Equipment used (if any) ^ ' '. ( 



Job mobility (advancement)^ 



Things I can do now to prepare Ifor this job 
What the workers actually do i_2, 



■n 



FIELD TRIP EVALUATION 




Special job observed 

MOG being-studied __ 

' 1 . In general, did you enjoy the visit? Yes 
If no, explain briefly 




2( Did the trip help you better un 
Why _I 



derstand the Major Occupational Group which you are 



studying? Yes _ No_ 




3, at.What jobsin th*? 



, Major Occupational Group did yo\|, see being performed? 



.. Which of these jobs, if any, would you like to have? 



c. What did you find out about the requirements forlobs in the MOG? 

d. Wh3,dldvouiind out about*e.ind:,wor.,du«es.d";;:;:or« done .VPeople-.thlsMOO? , 
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4. ^ '.Additional comments about this trip.\ 

5. '.Write a two paragraph descriptibn of a typical day of a worker. 



85 



